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1. Introduction

Michael J. Longini
Chief, Decennial Systems and Contracts Management Office

Judith N. Petty
Chief, National Processing Center

Howard Hogan
Chief, Decennial Statistical Stud¥es Division

Nathan Carter
Decennial Statistical Studies Division

Specifications for the Keying of the Record of Contact at
Questionnaire Assistance Center, Form #D-3999

The Questionnaire Assistance Center (QAC) program requires that a D-399 is filled out
each time a center is visited by a person. These forms are then transmitted from the QAC
to the Local Census Office (LCO). The LCO gathers these forms together from all the
QACs and mails them to the National Processing Center (NPC). It is expected that
approximately 400,000 of these forms will be received at NPC. Some of these forms
have already been received at NPC, and it is expected that they will all be received by
May 31, 2000. All of the D-399s will be keyed for evaluation purposes. An example of
the D-399 follows this document as Attachment A.

1I. Milestone Schedule

04/28/00 D-399 received at NPC

11/01/00 Document preparation and keying begins
02/28/01 Keying complete

03/15/01 File from keying transmitted to DSSD

III. Document Preparations

These forms will be grouped together with a staple or some other type of fastener with a
transmittal sheet (11-100) on top. It will be necessary to remove the staple and the
transmittal sheets before further processing can take place. The transmittal sheets can be

discarded.



IV. Keying Requirements

From the Record of Contact Questionnaire Assistance Center, Form D-399, capture the

following fields:
Field # Item # and Response # Limits

1 01. LCO code 4 digits
2 02. Site LD. 4 digits
3 04. Date MM/DD
4 05. Time HH:MM am/pm
5 06. Form Type 2 digits 01-13
6 07. General Problems with Questionnaire 2 digits 01-11
7 Resp. 11 on 07. General Problems 80 characters
8 08. Language of Be Counted Form provided 1 digits 1-7
9 09. Language Assistance Guide used 2 digits 01-40
10 Resp. 39 on 09. Language Assistance Guide 20 characters
11 10. How did you learn about this QAC 2 digits 01-10
12 Resp.10 on 10. How did you learn about this QAC 160 characters
13 11. Remarks 240 characters

All responses for each field should be keyed. We are requesting that NPC use Average
Outgoing Quality Limit of 0.5 percent with a 5 percent sample on all fields except seven ,
ten, twelve and thirteen.

V. Disposition Requirements

Following the transmittal and review of the D-399 data file, headquarters staff will notify
NPC when all the D-399 (approximately 400,000) can be destroyed.

\% R Contacts

If you have any questions regarding this document, contact Nathan Carter at
(301) 457-8024.

Attachment

cc: DSSD Census 2000 Procedures and Operations Memorandum Series Distribution List
Carol Briggs (DMD)
Eloise Parker
Nancy Radcliffe (FLD)
Nancy Sweet (POP)
James Cope (DSCMO)
Judy Dickens



Attachment A

CUnitad States |on>* o Tk s
e ns us RECORD OF CONTACT
2000 QUESTIONNAIRE ASSISTANCE CENTER

INSTRUCTIONS ~ Compliete ons form for sach sontact. Answer every Item. Submit all forms to your
supervisor at the end of your sisife. ,

01. LCO code . | 09. Language Assistanca Guids usad ~ Mark (X0 one.
o1 [J Arabic 1 ClHindt 20 Siovak
A I 10 T Hmong 20 0J Spanish
02. Site LD. a3 Bengali nDHungsran 0 Tagaiog
. 02 J Cambodian 18 O Nocano z0 Thal
s cn ) 1 Diallen 0] Tongan
63, Clork name o1 [ Chinese 20 O Japanese 20 Ukrainian
07 [0 Creole (Haitian) 1 O Korean 10 urey .
] Croatisn 2 OLaoctisn 2] Vietnamess
. }m 'fo-p 08. Time 00 T Caach o Drolsh 20 Viddish
04. Date ——s s.m, 10 ] Dutch 3 Droruguese 2] Large Prim
I )
pom. » O Ferst »nOnomanian 2] Other 2
06. R ded on this typs of 12 Brench 29 D Russlan
quast:onum =~ Mark OQ one. . n ] German » O samaan
aiJ o1 wdo2ac0  wlOom 140 Gresk . #Serbian P{=™
2f]o-2 edoua wOoxn *
allo-1(s) w02t  nlka 10. Ask ts. th re they leave the
[(a).% 1] wdow OAC. 'How dld you lnrn lboln tﬁh Qusstionnalre
o0 b- 10 wJo-2v Assistance Center?”
Mark (X) sll that spply.
[G7. General probismia) with the qumlonm:n - o1 CJ Keard about it from & frisndirelative
Mark 0G all that spply. 2 (J Saw it on a poster
e[ Bid nox receive form T Resd sbout itin a fiver
02L] Received two forms 04 (3 Heard sbout it at place of worship
03] Complained or questioned recelving  long form o5 [J Heard about It on the radio
oa[J Lost form wSewiton TV
[ Aeceived form for wrong address/person o7 CJ Read about it In the newspaper
es{J Asked about & populstion question(s) = o8 ] Heard about It through
Di":ﬂ""m".”:”":”“""m, 0 (J Heard about it a 3 mesting
7 Spacity auestian pumber in fam 13, 100] Other - Explein 7 .
08T Needed aesit with 8 lang .
) Could not read/or understand form
1] Visit not related 1o questionnaire
10 Other = Soecry 2
08. Language of Be Counted Form provided
o100 English 0 (J Korsan wNA
220 Spanish sl v
o] Chinese os D Tagalog

11. Remarks

WUk Sorarvwrars Prstog Ofige: 1900 — B15-000



